Oklahoma Archives Bazaar Committee Roles
EVERYONE IS EXPECTED TO FUNDRAISE AND SOLICIT SPONSORSHIPS!! 

Facilities: Serves as liaison with the venue to ensure all facility details are secured. This includes the venue rental, tables and booth resources, and other rooms for educational programming. This includes set-up and coordination of AV resources for booths, presenters, activities, and educational programming. DAY OF EVENT: be present to ensure all facilities needs are met. 

Treasury: Maintains the finances for the event, receives all money from sponsors, outlays money for expenses, and provides reports during and after the event. 

Booth Organizer: Serves as liaison to the archival institutions that host tables at the event. Designates the layout of the booths at the venue and communicates the assigned places to each archive. Works with Facilities to ensure all needs of booth exhibitors are met. DAY OF EVENT: be present to meet and assist booth set up and tear down. 

Education: Establishes educational programming, contacts trainers or speakers and works with Facilities to ensure venue, AV, and public attendance needs are met. DAY OF EVENT: be present to meet trainers and facilitate sessions.  

Activities: Develops activity schedule to augment the booth exhibits. Activities can be ongoing or for designated periods throughout the day. Various levels of public engagement are ideal, from K-5 to adult. Booth exhibitors can have activities in addition to their booth. Possible vendor sponsored activities with take-away items are encouraged.  DAY OF EVENT: be present to ensure that activities are set up and have all their needs met. Works with Facilities to ensure AV and venue resources are secure. 
Publicity/Fundraising: Creates ad copy for event using social media, website resources, and print media. Distributes press releases and advertisements to media outlets and potential sponsors. DAY OF EVENT: be present to document event with photography and maintain a social media presence. 
Volunteer Coordinator: Establishes a slate of volunteer duties on the day of the event, such as assisting Facilities, Activities, Education, and Booth Organizer with their duties. Recruits volunteers and assigns duties. DAY OF EVENT: be present to ensure volunteers arrive and are instructed. 

Notes: 

Take print ads to distribute at OHS Septemberfest, PlazaFest, first Friday artwalk on Paseo, other events in September

Use logo and order koozies, volunteer t-shirts, other items?? 

 The Clark and Kay Musser Learning Lab in the Research Library located at the Oklahoma History Center is available for programming from 10am to 12 noon. 

The classroom space includes state-of-the-art audio visual technology and can accommodate up to 120 in theater seating and 75 in a classroom format.  

